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Equity in Educational Land-Grant Status Act of 1994 Program (Extension Work)

Fiscal Year 2001

Application Guiddines

|. GENERAL INFORMATION
A. Legidative Authority

This program is authorized under Section 534(b) of the Equity in Educationa Land-Grant Status Act of
1994, (7 U.S.C. 301 note) as amended by the Agricultura Research, Extension, and Education Reform
Act of 1998 (7 U.S.C. 7601). This section amends Section 3 of the Act of May 8, 1914 (Smith-Lever
Act), asamended. Under this authority, gppropriated funds are to be paid to the 1994 Indtitutions for
Extenson work and are to be disgtributed on the basis of a competitive application process.

B. Definitions
For the purpose of making awards under this program, the following definitions are gpplicable:

(2) 1994 Institution means one of those 30 indtitutions (named in Section |. C.) as defined in section
532 of the Equity in Educationa Land-Grant Status Act of 1994 (7 U.S.C. 301 note) as amended.

(2) 1862 Institution means one of those indtitutions eligible to receive funds under the Act of July 2,
1862 (12 Stat. 503, chapter 130; 7 U.S.C. 301 et seq.).

(3) 1890 Institution means one of those inditutions eigible to receive funds under the Act of August
30, 1890 (26 Stat. 419, chapter 841, 7 U.S.C. 321 et s2q.) including Tuskegee University.

(4) Administrator means the Administrator of the Coopertive State Research, Education, and
Extension Service (CSREES) and any other officer or employee of the Department to whom the
authority involved is delegated.

(5) Authorized Departmental Officer (ADO) means the Secretary or any employee of the
Department who has the authority to issue or modify award insruments on behdf of the Secretary.

(6) Authorized Organizational Representative (AOR) means the President of the 1994 Inditution
(Triba College) who has the authority to commit the resources of the organization.



(7) Award meansthe provision of funds by the Secretary to an entity to assist in meseting the cogts of
conducting, for the benefit of the public, an identified project which isintended and designed to
accomplish the purpose of the program as identified in these application guiddines.

(8) Awardee means the organization designated in the award document as the responsible legal entity
to which an award is made.

(9) Budget period meansthe interva of time (usudly 12 months) into which the project period is
divided for budgetary and reporting purposes.

(10) Department or USDA means the United States Department of Agriculture.

(11) Panel of individual experts means agroup of experts qudified by training and experiencein
particular fidds to give expert advice on the merit of award gpplications in such fidds, who evauate
eligible proposas submitted to this program in their persond are(s) of expertise.

(12) Project directors means the individuas designated in the award application and approved by the
Secretary who are responsible for the direction and management of the project.

(13) Prior approval means written gpprova evidencing prior consent by an ADO as defined in (5)
above.

(14) Project meansthe particular activity within the scope of the program supported by an award.

(15) Project period means the period, as sated in the award document and modifications thereto, if
any, during which Federa sponsorship begins and ends.

(16) Secretary means the Secretary of Agriculture and any other officer or employee of the
Department to whom the authority involved is del egated.

C. Eligibility

The 1994 Indtitutions are igible to submit proposals for Extension work, as defined in Section I1. D. of
these gpplication guiddines. The 1994 Land-Grant Indtitutionsare: Bay Mills Community College,
Blackfeet Community College, Cankdeska Cikana Community College, College of the Menominee
Nation, Crownpoint Inditute of Technology, D-Q University, Diné Community College, Dull Knife
Memorid College, Fond Du Lac Triba and Community College, Fort Belknap College, Fort Berthold
Community College, Fort Peck Community College, Haskell Indian Nations University, Indtitute of
American Indian Arts, Lac Courte Oreilles Ojibwa Community College, Leech Lake Triba College,
Little Big Horn College, Little Priest Triba College, Nebraska Indian Community College, Northwest
Indian College, Oglda Lakota College, Salish Kootena College, S Tanka College, Sinte Gleska
Univerdty, Sisseton Wahpeton Community College, Sitting Bull College, Southwest Indian Polytechnic



Ingtitute, Stone Child College, Turtle Mountain Community College, and United Tribes Technical
College.

Awards will be made directly to the 1994 Indtitutions and may be administered by the 1994 Indtitutions.
At the discretion of a 1994 Indtitution, funds awarded may be administered by the 1994 Ingtitution
through a cooperative agreement with an 1862 Indtitution or an 1890 Indtitution.

Applicant 1994 Indtitutions are encouraged to continue to seek and create partnerships with other land-
grant indtitutions and to collaborate with these and other appropriate organizations in the performance
of project objectives to promote Extension work important to the 1994 Indtitutions and the individuas
and communities they serve.

II. PROGRAM DESCRIPTION

These gpplication guidelines set out the objectives for this program, the digibility criteriafor projects
and applicants, the gpplication procedures, and the set of instructions needed to apply for awards under
this program.

A. Purpose of Program

This program provides funding for the 1994 Ingtitutions to conduct non-formal education and outreach
activitiesto help meet the needs of the Native American people and to provide essentid servicesto
their communities. Awardswill be made in support of one or more of the following extenson base
program areas. Agriculture; Community Resource and Economic Development; Family Development
and Resource Management; 4-H and Y outh Development; Leadership and Volunteer Devel opment;
Naturd Resources and Environmental Management; and Nutrition, Diet and Hedlth.

B. Available Fundsand Award Limitations

Thetota amount of funds available in fiscd year (FY) 2001 for support of this program is
approximately $3,142,000. CSREES is soliciting proposals for two separate categories of awards:

1) Increasing Extension Program Capacity; and 2) Extenson Specid Emphasis Projects. Applications
must be submitted separately for these categories under these gpplication guideines. Available funds
will be dlocated in the following way:

1. Increasing Extension Program Capacity

An amount of $2,400,000 will be available, under a competitive review process, to increase
Extenson program capacity at the 1994 Ingtitutions. Under this category, each 1994 Ingtitution
may request up to $80,000 for a duration not to exceed one year (12 months from the start
date). Applicants may submit only one proposa for the same program area(s) (see Section 11.
D. of these gpplication guiddines). The amount of funds requested by an individud inditution



or in collaboration between or among ingtitutions, including any amount to be subawarded, must
be clearly outlined in the proposad budget and budget narrative. In addition, the leve of effort
to be undertaken by an individud indtitution or in collaboration between or among ingitutions
must be clearly outlined in the proposa narrative. Awards will be based on the merit of
proposed projects. USDA reserves the right to negotiate finad budgets with successful
gpplicants.

2. Extension Special Emphasis Projects

Under a comptitive review process, an amount of gpproximately $741,800, plus any funds
that may not have been awarded in the Increasing Extension Program Capacity category, will
be available for projects that address a specia need, take advantage of an important
opportunity, and/or demonstrate long-term sustained benefit. 1994 Indtitutions may request a
total of up to $100,000 for each project for a duration not to exceed three years (36 months
from the start date). Applicants may submit only one proposa for the same program arex(s)
(see Section I1. D. of these gpplication guidelines). Thereisno limit on the number of
proposals a 1994 Ingtitution, or group of 1994 Ingtitutions, may submit. The amount of funds
requested by an individua ingtitution or in collaboration between or among inditutions, including
any amount to be subawarded, must be clearly outlined in the proposal budget and budget
narrative. In addition, the level of effort to be undertaken by an individud inditution or in
collaboration between or among inditutions must be clearly outlined in the proposa narrative.
Awards will be based on the merit of proposed projects. USDA reserves the right to negotiate
final budgets with successful applicants.

It is strongly suggested that applicants clearly explain how the proposed project merits
consderation as an Extenson Specid Emphasis Project. For example, explanations could
include, but are nat limited to, how well collaborative efforts will enhance program planning,
delivery and evauation strategies, how closdly the proposed project’s goas are linked with
exigding long-term godss of the ingtitution(s) and/or unit respongible for program implementation;
or how well the project includes proposed plans for effective replication in other States and
triba communities. Projects which build upon other planning and implementation concepts that
relate to the Cooperative Extension System base programs will be considered. However,
objectives funded by other agencies are not eigible.

C. Matching Funds

Matching funds are not a requirement under this program.



D. Scope of the Project(s) Eligible for Support

Awards will be made in each category (see Section 11. B.) in support of one or more of the following
base program areas. Agriculture; Community Resource and Economic Development; Family
Development and Resource Management; 4-H and Y outh Devel opment; Leadership and Volunteer
Development; Natura Resources and Environmental Management; and Nutrition, Diet and Hedlth.

Projects proposed for funding under the Increased Extension Program Capacity category and the
Extenson Specid Emphasis Projects category should support the 1994 Ingtitution(s)' long-range godls.
The scope of projects digible for support include:

Agriculture Educationa programs emphasize systems gpproaches that maintain and enhance
profitability through the application of sound crop and anima production practices, farm business
management, marketing techniques, decision making skills, and environmenta considerations. These
problem-oriented programs transfer latest proven technologies to clientele and promote optimum use of
resources congstent with environmenta and family goas.

Community Resources and Economic Development: Educationa programs target development of al
community resources, emphasizing economic viability. The purpose isto teach comprehensve
community economics analysis to help communities creete strategies to strengthen existing employers,
attract new enterprises, and encourage loca entrepreneurship. Program topics include community
services and facilities, housing, and human development through leadership and public policy
awareness.

Family Deve opment and Resource Management: These programs hdlp individuals and families
strengthen the competencies to become hedlthy, productive, financidly secure, and environmentaly
responsible members of society. Education is targeted to the management of resources, including
money, time, apparel, housing, and energy; strengthening individua and family rdaionships, providing
quality care for children; and maximizing the independence of the elderly.

4-H and Y outh Development: Activities focus on building lifelong learning skills that develop youth
potentid. This extendve set of programsis designed to engage youth in hedthy learning experiences,
including saf-esteem and problem-solving skills. Programs address stress management, saf-productive
kills, parent-teen communication, persona development, careers, outreach and interchange, and global
understanding. A wide range of content offerings encourage youth to explore science, technology, and
citizenship to look at the issues confronting their world today .

L eadership and Volunteer Development: These programs emphasize the devel opment of life ills,
especidly leadership. Leadership and volunteer programs empower participants to improve their salf-
eseem and life skills and to strengthen the communities in which they live and work. Volunteers
multiply program impacts, expand public policy education, and improve community organization and
leadership.




Natura Resources and Environmental Management: Activities focus on programs on the management,
use, and sugtainability of natura resources, with specid attention to environmenta stewardship and
biodivergty. Programs encompass soil, water, ar, and plant management; fish and wildlife
management, aquaculture, conservation, and forestry; sustainable use and management of rangelands,
wetlands, and wildlands; land-use planning; and use of information systems.

Nutrition, Diet, and Hedlth: Educationa programs provide individuals and families with a knowledge
base with which to make informed decisions about food, nutrition, and health. Objectivesinclude
helping people achieve and maintain optimum weight and reduce risks of chronic disease; give birth to
hedlthy babies; practice responsible and hedthy sdf-care; and improve consumers abilitiesto make
informed choices relating to food safety, quaity, and compostion. Programs are shaped by the
dramatic changesin U.S. family structure and lifestyle and are targeted for the nutritionaly vulnerable.

E. Applicant Merit Review Requirements

Section 103(e) of the Agriculturd Research, Extension, and Education Reform Act of 1998, (7 U.S.C.
7613(e)) requires land-grant recipients to arrange a merit review of their proposed extension activities
prior to award. “Merit Review” is defined as “an evauation of a proposed project or elements of a
proposed program whereby the technical quality and rlevance to regiond or national goas are
asesed. Merit reviewers may not include principals, collaborators or othersinvolved in the
preparation of the application under review.” Asacondition of the grant award, you must certify that a
merit review of the proposa has been performed and that it meets the intent set forth in the above
guidelines (see Section 111. 1.).

I1l. PREPARATION OF A PROPOSAL

Proposal Format for Increasing Extension Program Capacity and Extension Special Emphasis
Projects

A. Cover Page

Complete the "Project Application Title Page”' (Form CFD-2101) in its entirety. One copy of Form
CFD-2101 must contain the pen-and-ink signatures of the project director(s) and AOR for the
gpplicant organization. (Please note: the Application Submission Package is currently under revision.
Meanwhile, the name of the AOR for the applicant organization (i.e., the President of the 1994
Ingtitution (Triba College)) should appear on line 2 of the Title Page. The signature of the AOR for the
gpplicant organization should gppear on the line that reads “ Signature of CES Director/Administrator”.)

B. Tableof Contents



For ease in locating information, each proposal must contain a detailed table of contents just after the
proposa cover page. The Table of Contents should include page numbers for each component of the
proposal. Pagination should begin immediately following the Table of Contents,

C. Project Narrative

The Project Narrative of the proposal must be prepared on standard 8-1/2" x 11" paper with typing on
one sde of the page only and double-spaced. In addition, margins must be at least one inch, type must
be 12 characters per inch (12 pitch or 10 point) or larger, and there should be no page reductions. The
project narrative shall not exceed 20 pages. The project narrative must state and address each of the
following items

1 Situationa Statement, Statement of Program Objectives, and Goa's Statement.
2. Target Audience and Geographic Description of the Areato be Served.

3. Statement of Approach: Include mgjor Strategies to be undertaken; planned
innovations to be launched; materids and technology to be used; training to be
provided; partnerships and collaborative efforts (both internal and externd) to be
pursued; and linkages to other programs and projects, where appropriate.

4, Project Review and Evauation: Include plans for measuring the extent to which a
project is successful in improving extension programsin one or more of the program
aress described in Section I1. D. of these application guidelines, helpsto achieve the
1994 Indtitutions' long-range goals, and improves collaborations among 1994, 1862
and 1890 Indtitutions in serving the targeted audience.

D. Key Personnel

Describe the qualifications of the key personnd that will be required for this project, including
education, training, and relevant work experience.

E. Budget

"Budget" (Form CFD-2102): Prepare the budget form in accordance with instructions provided with
the form. Thisform must be signed by the project director(s) and the 1994 Ingtitution’'s AOR in the
gpace provided for the State Extension Director/Administrator. In addition, a budget narrative is
required detailing the requested tota support for the overal project period. (Attachment A contains
detailed guiddines for completing budget forms and narrative,) Funds may be requested under any of
the categories listed on the form, provided that the item or service for which support is requested is
alowable under the authorizing legidation, the applicable Federd cost principles and these gpplication
guidelines, and can be jutified as necessary for the successful conduct of the proposed project.






Funds may be used for:

C Sdaries and gppropriate fringe benefits for individuds involved in the planning, development,
ddivery, and evauation of Extension programs.

C Purchase of equipment that specifically supports project objectives. No more than twenty-five
percent (25%) of the budget may be used for the equipment purchases. All equipment
purchased with Federal fundsis the property of the awardee or the subawardee.

C Materids and supplies should be indicated in genera terms with estimated codts.

C Trave cogtsincurred in direct support of the project. Travel information should include the
purpose of the trip, destination, number of days, type of travel (persond vehicle, train, airplane,
etc.), and an estimate of the total cost per trip. If thisinformation is not available then provide
the information used to estimate the cost of the trip.

C Publication/printing costs can include the costs of preparing and publishing the results of the
project, including costs of reports, reprints, page charges, or other journal costs, aswell as
necessary illudrations. These cogt itemizations should include what is being produced, what is
the cogt, and how the publication will be utilized. If publications or audio-visud materids will
be produced, indicate how many copies will be produced and how they will be distributed.

C Indirect costs are not allowed.
F. Resultsfrom Prior Support

For those applicants who have received Triba Colleges Extension Program support in prior years,
information on results from that prior funding isrequired. Include the awvard number, amount and
period of support, title of the project, a summary of the results of the completed work, and long-term
effects of these results. Thisinformation will be used in the review of proposdsin the Increasing
Extension Program Capacity and the Extension Specia Emphasis Projects categories, and islimited in
length to two pages. (See Section V. B. “Evaudtion Criterid’ of these gpplication guiddines))

G. Current and Pending Support (Form CSREES-663)

A Form CSREES-663, "Current and Pending Support,” should be prepared and included for each key
personnd identified in the proposal who has committed portions of their time to the program, whether
or not salary support for the person(s) involved isincluded in the budget.

Anaogous information must be provided for any pending proposds that are being considered by, or
that will be submitted in the near future to, other possible sponsors, including other USDA programs or
agencies. Concurrent submission of identical or smilar proposals to the possible sponsors will not



prejudice proposa review or evauation by the Administrator for this purpose. However, a proposal
that duplicates or overlgps substantialy with a proposa dready reviewed and funded (or that will be
funded) by another organization or agency will not be funded under this program.

H. Compliance with the National Environmental Policy Act (NEPA)

Asoutlined in 7 CFR Part 3407 (CSREES regulations implementing NEPA), the environmentd data
for any proposed project isto be provided to CSREES so that CSREES may determine whether any
further action is needed. 1n some cases, however, the preparation of environmenta data may not be
required. Certain categories of actions are excluded from the requirements of NEPA.

In order for CSREES to determine whether any further action is needed with respect to NEPA,
pertinent information regarding the possible environmenta impacts of a particular project is necessary;
therefore, Form CSREES-1234, "NEPA Exclusions Form," must be included in the proposal indicating
whether the gpplicant is of the opinion that the project fals within a categorical excluson and the
reasons therefore. If it is the gpplicant's opinion that the proposed project falls within the categorica
exclusons, the specific excluson must be identified. Form CSREES-1234 and supporting
documentation should be placed after the “ Table of Contents’ in the proposal.

Even though a project may fal within the categorica exclusions, CSREES may determine that an
Environmental Assessment or an Environmental Impact Statement is necessary for an activity, if
subgtantid controversy on environmenta grounds exists or if other extraordinary conditions or
circumstances are present which may cause such activity to have asgnificant environmenta effect.
|. Merit Review Certification

By sgning the Application for Funding form, the AOR of the applicant inditution is providing the
required certification that the full proposa has received a credible and independent merit review
arranged by the ingtitution (see Section 11. E.).

J. Other Certifications

By sgning Form CFD-2101, the gpplicant is providing the required certifications set forth in 7 CFR
Part 3017, as amended, regarding Debarment and Suspension and Drug-Free Workplace, and 7 CFR
Part 3018, regarding Lobbying. The certification forms are included in this gpplication package for
informational purposesonly. It isnot necessary to submit the individua formsto USDA.

V. SUBMISSION OF A PROPOSAL

A. What to Submit
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An original and 10 copies of the proposa must be submitted. Each copy of each proposa must be
stapled in the upper left-hand corner (DO NOT BIND). All copies of the proposal must be submitted

in one package.
B. Whereand When to Submit

PROPOSALS MUST BE RECEIVED ON OR BEFORE May 11, 2001. Therefore, applicants are
highly encouraged to convey their completed proposds via overnight mail or delivery servicesto ensure
timely receipt by the USDA. Proposas received after May 11, 2001 will not be considered for
funding. Proposas sent by mail must be sent to the following address. 1994 Indtitutions Extension
Program; c/o Proposa Services Unit; Office of Extramura Programs, USDA/CSREES; Stop 2245,
1400 Independence Avenue, SW., Washington, DC 20250-2245.

NOTE: Hand-ddivered proposas or those delivered by overnight express service should be brought
to the following address: 1994 Ingtitutions Extension Program; ¢/o Proposd Services Unit; Office of
Extramural Programs; USDA/CSREES; Room 1307, Waterfront Centre; 800 9" Street, SW.;
Washington, D.C. 20024.

C. Acknowledgment of Proposals

Thereceipt of al proposals will be acknowledged viathe Internet (e-mail). Therefore, it isimportant to
include your e-mail address on the proposal cover page (Form CFD-2101) when applicable. This
acknowledgment will contain a proposd identification number. Once your proposa has been assigned
aproposal number, please cite that number in future correspondence.

V. SELECTION PROCESS AND EVALUATION CRITERIA
A. Selection Process

Each proposal will be evaluated in atwo-part process. Firgt, each proposal will be screened to ensure
it meets the requirements as st forth in these gpplication guiddines. However, USDA retains the right
to conduct discussions with applicants to resolve technical and/or budget issues as deemed necessary
by USDA. Second, proposas that meet these requirements will be technically evaluated by one of the
two panels of individua expertsthat will be convened to review proposas in the Increasing Extenson
Program Capacity category and the Extension Special Emphasis Projects category. These experts will
be sdlected from among those uniquely qudified by training and experience to render expert advice on
the merit of proposals being reviewed. It is anticipated that these experts will be drawn from a number
of areas, among them government, universities, and entities involved in Native American issues. The
individua views of the pand memberswill be used to determine which proposa should be
recommended to the Adminigtrator (or hisher designee) for find funding decisons. Care will be taken
to avoid actud and potentid conflicts of interest among reviewers. To the extent permitted by law,
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evauationswill be confidential to USDA staff members, peer reviewers, and the proposed principa

project director(s).

Thereis no commitment by USDA to fund any particular proposal or to make a specific number of
awards. USDA aso may dect to fund severd or none of the proposed approaches to the same topic

area.

B. Evaluation Criteria

Reviewers will be ingtructed to score and rank the applications in both the Increasing Extension
Program Capacity and the Extension Specia Emphasis Projects categories based on the following

criteriaand percentage system:

How well the case for overcoming a problem or taking advantage of an

opportunity is established 20%
Whether the project is sufficiently focused and a critical mass of leadership and

resources are available to undertake the activity 15%
Whether the project approach appears to be cost-effective 10%
Encourages partnership ventures 10%
Includes sound quaity-control measures 10%
Includes redlistic methodology to evauate the outcomes of the project 15%
For those indtitutions that received fundsin prior years under this program, the

extent to which results from prior support have met stated program objectives 15%
and gods. (Report on al projects funded under this program, and summarize

clearly identified outcomes and impacts on the community. Ingtitutions thet

received no funding, funding in one year only, or funding under one category

only will not be pendized.)

Ways are identified for dealing with contingencies 5%

The proposed area of work targeted by the project will be examined to ensure relevance to the

Extengon program areas outlined in Section I1. D. of these gpplication guidelines, aswell asto the
1994,1862 and 1890 Land-Grant Ingtitutions capacity for achieving overal excellence in Extension

work through mutually supported, integrated programs.

After an award gpplication is reviewed, it may be necessary to negotiate such aspects as project

approaches, dements, budget items, etc. CSREES staff will work with project directors to ensure that
an award gpplication is adequate, clear, and focused, and that support for carrying out the project is

adequate.
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VI. SUPPLEMENTARY INFORMATION
A. Accessto Peer Review Information

After find decisions have been announced, CSREES will, upon request, inform the AOR of the reasons
for itsdecison on aproposd. Verbatim copies of summary reviews, not including the identity of the
reviewers, will be made available to respective project directors upon specific request.

B. Awards

1. Gened: Within the limit of funds available for such purpose, the awarding officid of CSREES shdll
make awards to those responsible, digible applicants whose proposals are judged most meritoriousin
mesting the evauation criteria and procedures sat forth in these gpplication guiddines. The date
gpecified by the Adminigtrator as the effective date of the award shall be no later than September 30 of
the Federa fiscd year in which the project is approved for support and funds are appropriated for such
purpose, unless otherwise permitted by law. 1t should be noted that the project need not be initiated on
the award effective date, but as soon thereafter as practicable so that project goas may be attained
within the funded project period. All funds awarded by CSREES under these application guidelines
shall be expended soldly for the purpose for which the funds are awarded in accordance with the
approved application and budget, the regulations, the terms and conditions of the award, the applicable
Federal cost principles, and the Department's assistance regul ations (parts 3015 and 3019 of 7 CFR).

2. Award Document: The award document shdl include a a minimum the following:

a Legd name and address of performing organization or ingtitution to whom the Administrator
has made the award under the terms of these gpplication guiddines,

b. Title of Project;

¢. Name(s) and address(es) of project director(s) chosen to direct and control approved
activities,

d. ldentifying award number (assigned by the Department);

e. Project period, specifying the amount of time the Department intends to support the project
without requiring recompetition for funds;

f. Totd amount of Departmenta financia assistance gpproved by the Administrator during the
project period;

0. Legd authority(ies) under which the award is made;
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h. Approved budget plan for categorizing dlocable project funds to accomplish the sated
purpose of the award; and

i. Other information or provisions deemed necessary by CSREES to carry out its activities or
to accomplish the purpose of a particular award.

3. Notice of Award. The notice of award, in the form of aletter, will be prepared and will provide
pertinent ingtructions or information to the awardee that is not included in the award documen.

C. Useof Funds;, Changes

1. Dedegation of Fiscad Responsibility: The awardee may not in whole or in part delegate or transfer to
another person, indtitution, or organization the responsibility for use or expenditure of funds.

2. Changesin Project Plans.

a. The permissible changes by the awardee, project director(s), or other key project personnel
in the approved award shdl be limited to changes in methodol ogy, techniques, or other aspects of the
project to expedite achievement of the project's approved gods. If the awardee and/or the project
director(s) are uncertain as to whether a change complies with this provision, the question must be
referred to the CSREES Authorized Departmentd Officer (ADO) for afind determination.

b. Changesin approved goals, or objectives, shdl be requested by the awardee and approved
in writing by the CSREES ADO prior to effecting such changes. 1n no event shdl requests for such
changes be approved which are outside the scope of the origina approved project.

c. Changesin approved project leadership or the replacement or reassgnment of other key
project personne shal be requested by the awardee and approved in writing by the awarding officia of
CSREES prior to effecting such changes.

d. Transfersof actud performance of the substantive programmetic work in whole or in part
and provisons for payment of funds, where Federal funds are involved, shal be requested by the
awardee and gpproved in writing by the Department prior to effecting such transfers.

e. Changesin Project Period: The project period may be extended by CSREES without
additional financia support, for such additiond period(s) asthe ADO determines may be necessary to
complete or fulfill the purposes of an approved project. Any extension of time shal be conditioned
upon prior request by the awardee and approva in writing by the ADO, unless prescribed otherwise in
the terms and conditions of an award.

f. Changesin Approved Budget: Changesin an approved budget must be requested by the
awardee and gpproved in writing by the ADO prior to indituting such changesif the revison will involve
transfers or expenditures of amounts requiring prior approval as set forth in the gpplicable Federa cost
principles, Departmentd regulations, or in the award.

14



D. Other Federal Statutes and Regulationsthat Apply

Severd other Federa statutes and regulations apply to proposals considered for review and to project
awards under this program. These include but are not limited to:

7 CFR Part 1.1--USDA implementation of the Freedom of Information Act.
7 CFR Part 3--USDA implementation of OMB Circular No. A-129 regarding debt collection.

7 CFR Part 15, subpart A--USDA implementation of Title VI of the Civil Rights Act of 1964,
as amended.

7 CFR Part 3015-USDA Uniform Federd Assistance Regulations, implementing OMB
directives (i.e., Circular Nos. A-21, and A-122) and incorporating provisions of 31 U.S.C. 6301-6308
(formerly the Federa Grant and Cooperative Agreement Act of 1977, Pub. L. 95-224), aswell as
generd policy requirements goplicable to recipients of Departmentd financid assistance.

7 CFR Part 3017--USDA implementation of Governmentwide Debarment and Suspension
(Nonprocurement) and Governmentwide Requirements for Drug-Free Workplace (Grants).

7 CFR Part 3018--Restrictions on Lobbying, prohibiting the use of appropriated funds to
influence Congress or a Federd agency in connection with the making of any Federd grant and other
Federd contracting and financid transactions.

7 CFR Part 3019--USDA Uniform Administrative Requirements for Grants and Other
Agreements With Indtitutions of Higher Education, Hospitals, and Other Nonprofit Organizations
implementing OMB Circular A-110.

7 CFR Part 3052--USDA implementation of OMB Circular No. A-133, Audits of States,
Loca Governments, and Non-Profit Organizations.

7 CFR Part 3407--CSREES procedures to implement the National Environmenta Policy Act.

29 U.S.C. 794 (section 504, Rehabilitation Act of 1973) and CFR Part 15b (USDA
implementation of statute), prohibiting discrimination based upon physica or menta handicap in
Federally assisted programs.

35 U.S.C. 200 et seg.--Bayh-Dole Act, controlling alocation of rights to inventions made by
employees of small business firms and domestic nonprofit organizations, including universties, in
Federaly asssted programs (implementing regulations are contained in 37 CFR Part 401).

E. Confidential Aspectsof Proposals and Awards

When a proposal resultsin an award, it becomes a part of the record of the Agency's transactions,

available to the public upon specific request. Information that the Secretary determinesto be of a
privileged nature will be held in confidence to the extent permitted by law. Therefore, any information
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that the applicant wishes to have considered as privileged should be clearly marked as such and sent in
a separate satement, two copies of which should accompany the proposal. The origina copy of a
proposal that does not result in an award will be retained by the Agency for aperiod of one yesr.
Other copieswill be destroyed. Such a proposa will be released only with the consent of the applicant
or to the extent required by law. A proposad may be withdrawn at any time prior to the find action
thereon.

VIl. FOR FURTHER INFORMATION CONTACT

For further information, please contact Joan F. Gill; a (202) 720-6487(phone), or jgill @reeusda.gov
(email).
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ATTACHMENT A

United States Department of Agriculture
Cooper ative State Resear ch, Education, and Extension Service
Office of Extramural Programs

Required Budgetary Details

CSREES reviews the proposed project’s costs to make certain those costs are reasonable for the project
and allowable per the Office of Management and Budget (OMB) Circular A-110 -- Uniform
Adminigtrative Requirements for Grants and Other Agreements with Institutions of Higher Education,
Hospitals, and Other Non-Profit Organizations, OMB Circular A-21 -- Cost Principles for Educational
Ingtitutions, OMB Circular A-122 -- Cost Principles for Non-Profit Organizations, 7 CFR 3015 -- USDA
Federd Assistance Regulations; 7 CFR 3019 -- Uniform Administrative Requirements for Grants and
Other Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations;
and other statutory regulations as applicable.

To help in thisreview, as well as to expedite the award process, budgets need to include a narrative
detailing the various line items. The categories listed below are examples of some of the more common
items found in project budgets. All items should be described in the narrative in sufficient detail that
would enable CSREES to determine the costs are reasonable and allowable for the project per the
regulations:

1 Salaries - Provide the % of effort or full time equivaent for each primary participant (Principal
Investigator, Project Director, or other personnel directly associated with the project) and the
corresponding dollar amount for the time stated. Please note that only persons employed by the recipient
organization should be listed in this category. Those employed e sewhere should be listed as
subcontractors or consultants in the “ All Other Costs’ category.

Secretarial and Clerical Salaries - per the OMB Circulars, A-21 -- Cost Principles for Educational
Indtitutions, and A-122 -- Cost Principles for Non-Profit Organizations, for these salaries to be allowable
as adirect charge to the award, a justification of how that person will be directly involved in the project
must be included in the narrative. General administrative or accounting duties are not considered
acceptable. The duties must be directly related to the project plan.

2 Fringe Benefits - Show the total of alowable fringe benefits.

3. Non-Expendable Equipment - This category includes items of equipment equal to or in excess
of $5,000 (or lower depending on your ingtitutiona policy) and having a useful life of more than one year.
Details such as the type of equipment, cost, and a brief narrative on the intended use of the equipment for
project objectivesis required. Purchases of less than $5,000 may be listed under “Materials and Supplies’
or "All Other Cogts'. Please note that a computer system (keyboard, monitor and hard-drive) would be
considered a unit and does not have to be listed separately. If the proposed equipment was previoudy
purchased for the project, the brief narrative should include a rationae of why you need another of the
same item.

Software is not considered to be “non-expendable equipment” and should not be listed here. It is more
gppropriately listed under “Materias and Supplies.”




4, Materials and Supplies - This could be anything from office supplies and software to
educational or field supplies. For those itemsthat are not typical materials and supplies, it would be best
to include a brief narrative of how thisfits the program. Indicate the types of expendable materias and
supplies in general terms with estimated costs. (Office supplies such as pens, paper, toner, etc. - $500;
Gardening supplies such as soil and fertilizer - $500.)

Telephone, postage, fax and express mail costs should not be included in this category. They are more
appropriately listed in the “ All Other Costs’ category.

5. Travel - Provide information used in estimating the cost such as: the destination, purpose,
number of travelers, number of days, and estimated cost per trip (e.g., St. Louis, Missouri, to attend a
conference; 5 days, 2 persons - $1,000 ea)) For trips where the destination is not known, simply state
“destination not determined;” however, be sure to state the purpose of the trip and other information used
to determine the estimated cost.

For local travel (where persona auto is used and reimbursed), provide the purpose and total dollar amount
of reimbursement for vehicle use. If any overnight stays are anticipated, include the number of nights and
the amount for meals and lodging (e.g., local travel for Site visits to farmers in neighboring counties -

$500 for mileage and $500 for meals and lodging (5 days @ $100/day) = $1,000).

6. Publications/Page Charges - Thislineis associated with the publishing of an articlein a
scientific or technical journal or other type of field/program related publication or for commercia printing
of brochures or program materials. Provide details such as the number of copies to be printed or the cost
per page for journal articles. Photocopying costs should be included under the “ All Other Costs’
category.

7. Computer (ADPE) Costs - Represents the charges associated with your organization's shared
computer system (i.e., line charges or computer processing unit usage costs) provided these are normal
organizational charges. Provide the rate charged and estimated cost. Charges for Internet access may
be included in this category. Equipment purchases should be listed under “Nonexpendable Equipment” or
“Materials and Supplies’, as appropriate.

8. All Other Costs - Anticipated direct project charges not included in other budget categories
should be included in this category. A description, cost, and justification must be included in the budget
narrative for each item. Examples of items are:

a. Communications - Mailings, postage, express mail, faxes, and telephone long distance
charges. Provide the estimated cost for each of these items.

b. Photocopying - Photocopying of materials associated with the program. Photocopying should
not be confused with “Publications/Page Charges’ which are costs related to publishing in ajourna or
commercia printing of brochures and other materials.

c. Subcontracts - When a portion of the work proposed will be performed by outside sources, a
statement of work (proposal) and cost details from the proposed subcontractor should be submitted. The
level of detail required for the subcontract budget is the same as the recipient’ s organization.

To avoid problems and questions during the review phase, please provide the full proposal as submitted by
the subcontractor organization.




d. Consultants- A consultant is someone who renders expert advice in higher field. The
consultant should not be affiliated with the performing organization. Budget details should include the
name of the consultant and his/her organization, a statement of work, and a breakdown of the amount
being charged to the project (e.g., number of days of service, rate of pay, travel, per diem, etc.).

e. Serviceor Maintenance Contracts - Costs should be in direct correlation to the use of the
equipment for the project (i.e,, if aparticular copy machine is used 50% of the time for the project, the
project should only be charged 50% of the service/maintenance costs). Provide details of the type of
equipment and the full rate of the service contract, and provide the amount of the service contract to be
paid from Federa funds.

f. Conferences/Meetings - Costs of holding a conference or meeting are included in this
category. Some examples are the rental of facilities and equipment for the meeting, honorariums or fees
for trainers or guest speakers and travel and per diem for participants and speakers. Details of costs for
each conference or meeting must be broken out and provided in the budget narrative.

Meals may not be charged as project costs when individuals decide to go to breskfast, lunch, or
dinner together when no need exists for continuity of ameeting. Such activity is considered to be an
entertainment cost. In contragt, it is CSREES policy that aformal group meeting being conducted in a
busi ness atmosphere may charge meals to the project if such activity maintains the continuity of the
meeting and to do otherwise will impose arduous conditions on the meeting participants. Please note this
requires the USDA Authorized Departmenta Officer’s approval prior to incurring such acost. This does
not pertain to personsin travel status. When paying for the travel of a person to attend a conference,
medls and lodging may be included in the cost without additiond justification.

0. Speaker/Trainer Fees - Provide details of these individuas such as: their name, title,
employer, and their feg(s) (include number of persons, number of days, and cost per person), aswell asa
description of the services they are performing.

h. Honorariums - Honorariums to persons providing a service are dlowable. Provide
information regarding the honorarium amount (e.g., number of hours/days and rate of pay) and a brief
statement regarding what the person is doing to earn the honorarium.

i. Office Rental - When an office is located off-campus in space not owned by the recipient’s
organization, the cost of the rent may be charged against the award. The budget narrative must provide
details on the monthly rental charge and the reason off-campus space is needed (e.g., the office needs to
be located within the community being served and the community is a great distance away from the
campus).

j. Land-Use Charges - When there is a charge for using land owned by the Cooperative
Extension Service, the Experiment Station or others for research or demonstration purposes, provide the
charge per acre (or other rate charged), number of acres, and total cost. Please state whether thisis
charged to al projects or if it is specid to this award.

k. Other/Miscellaneous - These costs must aways be identified and itemized.

Applicable Regulations

Federa statutes and regulations which apply to project grants awarded under this program include but are
not limited to:




OMB Circular A-110 - Uniform Administrative Requirements for Grants and Other Agreements with
Ingtitutions of Higher Education, Hospitals, and Other Non-Profit Organizations.

OMB Circular A-122 - Cost Principles for Non-Profit Organizations.

OMB Circular A-133 - Audits of States, Local Governments, and Non-Profit Organizations.

OMB Circular A-21 - Cost Principles for Educational Institutions.

7 CFR 3015 - USDA Uniform Federa Assistance Regulations.

7 CFR 3019 - USDA Uniform Administrative Requirements for Grants and Other Agreements with
Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations.

Copiesof OMB Circularsand USDA Federal Assistance Regulations applicable to this
program may be found at the following web-site:
http://www.whitehouse.gov/OM B/cir cular s/index.html.




Unallowable Costs
Unallowable costs include, but are not limited to the following examples:

1 Entertainment - Banquets, award ceremonies, meals for persons not in atravel status except
when they are provided to maintain the continuity of a meeting, tickets to shows or sporting events, and
acohalic beverages are never permitted.

2. Awards and Certificates of Achievement - Federa funds for awards and certificates of
achievement for program participants and/or employees are prohibited by OMB Circular, A-21 -- Cost
Principles for Educationa Ingtitutions, and OMB Circular A-122 -- Cost Principles for Non-Profit
Organizations.

3. Capital Improvements - The use of Federal funds from this program for renovations or
improvements to buildings, land, or equipment is prohibited.

4. Tuition Remission - Thisis prohibited by Section 1473 of the National Agricultural Research,
Extension, and Teaching Policy Act of 1977, as amended (7 U.S.C. 3319).

5. Indirect Costs (Overhead) - These are prohibited by Section 1473 of the National Agricultural
Research, Extension, and Teaching Policy Act of 1977, as amended (7 U.S.C. 3319).

6. M iscellaneous - Any expense not directly related to the program or project is considered
unallowable. Costs such as child-care services hired so a person can attend a meeting or kitchen help
hired to prepare refreshments for afield day are unallowable because these services are not directly
related to the project plan. Promotional or thank you gifts such as T-shirts, coffee mugs, or canvas carry-
all bags are not permitted to be purchased with Federal funds.

Procedures for Common Administrative M atters

1 No-Cost Extensions of time - First time requests which do not exceed 12 monthsin duration
do not require USDA approval. These may be approved by the recipient organization’s Authorized
Organizational Representative (AOR) prior to the expiration date of the award. However, the AOR must
notify USDA’s Authorized Departmental Officer (ADO) within ten (10) days of approving the extension.
Any additional requests for extensions of time should be sent to your administrative contact in CSREES,
who will then coordinate the approva with the National Program Leader. The request must contain the
length of requested extension, a summary of progress to date, an estimate of funds remaining on the
award, and signatures of the PI/PD and Authorized Organizational Representative (AOR) or Cooperative
Extension Director as appropriate. (See the terms and conditions for the grant.)

2. Budget revisions -The AOR may make allowable budget changes and other required
administrative prior approvals except those which change the scope or objectives of the award, change
key personnel, create a need for additiona funding, or are specificaly prohibited by the terms and
conditions of the award.

3. Time limits on awards - By law, projects awarded using Smith-Lever or 7 USC 3318 funding
authority may not exceed five yearsin duration. All funds must be expended by the end of the fifth year
or they must be returned to the U.S. Treasury. The five-year limitation also includes no-cost extensions.
Neither CSREES nor the AOR has the authority to approve an extension of time beyond the fifth year of
an award.




When awards issued by CSREES have a maximum term limit where al funds awarded must be spent or
returned to the U.S. Treasury, a new award will be issued in the final year of the term limit. Thisisto
give the recipient the opportunity to obligate any carry-over funds that remain on the origind award. This
means that for one year, there will be two active awards for the same project. The recipient is urged to
spend the carry-over funds promptly to avoid losing the funds.

4, Carry-Over Funds - Funds remaining at the end of one project year may be carried over into
the next project year, with the exception of the final year. If the Program requires you to report the
carry-over on your renewa application budget, budgetary details of how these funds will be spent should
aso be provided. If these funds will be expended in the same way as originaly proposed, a statement in
the budget narrative to that effect will be sufficient.

5. Award Close-out - Within 90 days after the expiration date of the award, the recipient is
required to submit a Final Technical Report. This report shall encompass progress made on the entire
project and should be submitted to the programmatic contact.

Research awards will aso require a Final CRIS Report, Form AD-421. The CRIS office will notify the
PI/PD within the month preceding the expiration date. This report shall be submitted to the CRIS Office.

A Finad “Financid Status Report,” Form SF-269, is dso due within 90 days after the expiration date of
the award. An original and two copies of this report shall be submitted to the Financial Management
Branch, Office of Extramural Programs, CSREES.

Failure to submit the required reports may result in future award funds being withheld pending CSREES
receipt and acceptance of the delinquent reports.
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IMPORTANT ADDRESSES

New Proposal Applications

Regular Mail Service:

1994 | ndtitutions Extension Program
c/o Proposa Services Unit
OEP/CSREES/USDA

Stop 2245

1400 Independence Avenue, SW.
Washington, DC 20250-2245

Overnight Mail or Courier Service:

1994 | ndtitutions Extension Program
c/o Proposa Services Unit
OEP/CSREES/USDA

Room 1307, Waterfront Centre

800 9" Street, SW.

Washington, DC 20024

Administr ative Requests

Reqular Mail Service:

Agreements & Special Projects Branch
OEP/CSREES/USDA

Stop 2295

1400 Independence Avenue, SW.
Washington, DC 20250-2295

Agreements & Special Projects Branch
Office of Extramural Programs
202-401-4342 (voice)

202-401-6271 (fax)

Overnight Mail or Courier Service:

Agreements & Special Projects Branch
OEP/CSREES/USDA

Room 2100-K, Waterfront Centre

800 9" Street, SW.

Washington, DC 20024

Margaret Bell, Team Leader, mbell @reeusda.gov, 202-401-4314
Adriene Woodin, Team Leader, awoodin@reeusda.gov, 202-401-4320
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